
Microsoft Teams 
Guide for Students

Oasis Academy Leesbrook

Home Learning



1. Open up a Google Chrome 
internet browser (internet 
explorer does not work).

2. In Google, type ‘Microsoft 
Teams’ into your search bar and 
then select the Teams website. 

3. Log in using the username 
and password supplied on your 
letter. Make sure you keep this 
information safe as you will 
need to log on to Teams 
regularly to complete class 
work. 

How to log on



Once logged on, your dashboard will look similar to the 
image below. It is advised that you download the Teams 
app onto your smart phone or computer as this will 
make it easier to access. There will be an option to do 
this in the bottom left hand corner of the screen.

Teams



Your classes will be delivered to your WHOLE YEAR GROUP. Click on 
the Teams for your year group only. Below you can see the group 
2019- LEE-English09. This tells you that the group is for Leesbrook 
English year 9 students. All your year group class names follow that 
pattern. The same applies to the year 7 and year 8 groups for each 
subject. Ignore all the other classes on Teams as we do not use 
these.

Accessing your 
work

All of the classes you 
will need to access 
have this logo. If the 
group does not have 
this logo, you are 
looking at the wrong 
group.



There are two important sections on each Team, these can be found 
at the top of each page (as pictured below) 

Firstly, the Files section. Here you can find all of the lesson materials 
that you will need. This is similar to ClassCharts. You will be able to 
download lessons, worksheets and anything else your teacher wants 
you to access for that lesson.

Finding and 
submitting your 

work

All of the classes you 
will need to access 
have this logo. If the 
group does not have 
this logo, you are 
looking at the wrong 
group.

Secondly, the Assignment section. Here you will be able to 
upload any class work that you teacher has requested.



The Files Section

Finding and 
submitting your 

work

All of the classes you 
will need to access 
have this logo. If the 
group does not have 
this logo, you are 
looking at the wrong 
group.

To start your lesson, click on the Files section. You will need to 
find the lesson you are working on for that day and click on it. 
All of your lessons are available as a video for you to watch, or 
a PowerPoint for you to look at. Click on your preferred file to 
start your lesson.



Asking for help during a lesson
Your teachers are online and available during your scheduled lessons 
on your timetable. To ask them for help during your lesson, click the  
speech bubble on the right hand side of the screen. You can then 
type in the chat box to speak directly to your teacher and ask 
questions. Only you and your teachers can see these messages.
Note that teachers will only respond during your allocated lesson 
slot.

Finding and 
submitting your 

work



The Assignment Section

Finding and 
submitting your 

work

During your lesson or at the end of the PowerPoint, your 
teacher will tell you what you need to upload, if anything, 
during that lesson. To submit your work and see what your 
teachers want you to hand in, click on the assignments section.

Once you have found and 
clicked on your 
assignment, you will see 
the details of what you 
need to do. You can click 
‘add work’ to submit 
your work as either a 
photo or a different 
document type.
When a teacher leaves 
you individual feedback, 
this will appear on the 
right hand side of the 
screen with the title 
‘Feedback’


